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The  SSPS  User's  Guide  provides  detailed  Instructions 
and  references  to  assist  departmental  staff  in  the 
operation  of  the  Special  Services  Payment  System 
(SSPS).  This  guide  contains  many  features  to  ensure 
that  staff  with  various  levels  of  training  and  experience 
may  understand  SSPS. 

New  workers  may  refer  to  overviews  located  at  the 
beginning  of  each  chapter,  which  describe  the  content 
of  the  documentation.  Also,  samples  of  input  docu- 
ments, charts,  screens,  categorical  information,  graph- 
ics, and  block  descriptions  have  been  furnished  to 
increase  comprehension  and  eliminate  time-consum- 
ing attempts  to  retrieve  additional  information. 

Staff  more  familiar  with  the  content  of  the  documenta- 
tion will  be  able  to  refer  to  the  tables  of  contents  of 
each  chapter  to  quickly  locate  specific  sections  of  the 
documentation. 

Data-entry  staff  will  be  able  to  follow  the  step/action 
charts  to  ensure  that  data  are  accurately  key-entered 
onto  the  appropriate  data-entry  screens. 

The  SSPS  User's  Guide  is  updated  as  necessary  to 
reflect  changes  to  SSPS.  These  changes  are  issued  in 
SSPS  User's  Guide  Updates,  which  are  sequentially 
numbered  and  dated.  All  changes  are  identified  by  the 

symbol     placed  at  either  the  beginning  of  the  docu- 
mentation or  next  to  the  actual  change.  The  month 
and  year  that  the  changes  occur  are  displayed  in  pa- 
rentheses in  the  lower  inside  corner  of  any  pages 
which  have  been  changed. 
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The  SSPS  User's  Guide  consists  of  the  following  chap- 
ters and  appendices. 

Chapter  I:  SSPS  Overview  introduces  you  to  the 
purpose  of  SSPS  and  the  various  components  of  the 
system.  This  chapter  provides  a  detailed  overview  of 
SSPS  and  explains  the  flow  of  information  during  the 
preparation,  processing  and  production  of  data. 

Chapter  II:  Data  Entry  and  Retrieval  describes  the 
procedures  for  logging  onto  SSPS,  accessing  screens, 
entering  and  updating  information  and  logging  off  of 
SSPS. 
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The  Special  Services  Payment  System  (SSPS)  provides 
a  means  to  issue  additional  benefits  and  services  to 
eligible  recipients  who  are  paid  directly  to  vendors  with 
whom  recipients  have  contracted,  or  in  some  cases 
directly  to  the  recipient. 

SSPS  provides  the  user  with  on-line  inquiry,  entry, 
and  update  capability.  It  provides  information  useful 
in  determining  recipient  eligibility,  benefit  authoriza- 
tion and  payment,  and  established  vendors.  SSPS  is 
used  in  categories  0-8,  and  allows  for  the  authoriza- 
tion and  payment  of  the  following  benefits: 

•  Contract  services; 

•  Emergency  Assistance; 

•  Immediate  needs; 

•  Medically  related; 

•  SSI  Special  benefits; 

•  Protective  payments;  and 

•  Other  services. 

SSPS  provides: 

•  access  to  information  regarding  recipient  eligibil- 
ity and  use  of  benefits,  invoice  authorization  and 
payment  tracking,  vendor  information  and  cur- 
rent status,  and  a  current  and  historical  benefit 
and  program  table; 

•  a  convenient  and  comprehensive  picture  of  a 
recipient's  provision  and  use  of  benefits  for 
improved  case  management; 

•  a  means  for  accurate  and  timely  payment  to 
vendors; 

•  Bulletin  Board  inquiry; 

•  on-line  error  code  description; 

•  central  control  of  a  current  vendor  file;  and 

•  local  administration  of  the  override  and  waiver 
of  ineligibility  for  certain  benefit  situations. 
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The  local  office  is  responsible  for  providing  information 
to  the  vendor  regarding  how  vendor  payments  operate 
under  SSPS,  and  assisting  the  recipient  to  obtain  and 
utilize  the  benefit  in  contracting  with  a  vendor. 

The  local  office  must  report  to  the  Central  Invoice 
Approval  Unit  all  vendors  who  are  new  to  the  vendor 
file  and  any  changes  in  these  vendors'  names,  ad- 
dresses or  telephone  numbers.  Protective  Payments 
vendors  must  be  established  on  SSPS  prior  to  an  au- 
thorization of  services. 

The  SSPS  User's  Guide  will  assist  workers  and  data 
entry  staff  in  processing  information  necessary  for 
completing  the  Invoice  for  Special  Services  and  the  EA- 
1.  data-entry  instructions  on  accessing  SSPS,  making 
inquiries,  authorizing  benefits  and  protective  pay- 
ments, checking  a  payment  record  status,  voiding  or 
terminating  an  authorization  or  continuing  payment, 
adding  a  vendor  or  terminating  information  on  the 
vendor  file  and  understanding  information  on  local 
office  reports. 
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Overview 


The  SSPS  Accessing  Procedures  provide  instructions 
for  logging  onto  SSPS,  accessing  screens  from  the 
SSPS  Authorization  Menu  and  Inquiry  Menu,  entering 
and  updating  information  on  the  SSPS  Authorization 
and  Maintenance  screens,  and  logging  off  SSPS. 

The  SSPS  screens  are  divided  into  authorization  (data- 
entry),  maintenance  and  inquiry  functions. 

Authorization 

The  SSPS  Authorization  screens  are  accessed  from  the 
SSPS  Authorization  Menu  and  are  used  to  key-enter 
case  and  recipient  information  from  EA-l's,  ET-21's  or 
Invoices  for  payment  of  benefits  and  protective  pay- 
ments. 

Maintenance 

The  SSPS  Maintenance  screens  are  accessed  from  the 
SSPS  Maintenance  Menu  and  allow  for  the  voiding,  or 
adjusting  of  benefit-related  documents. 

Inquiry 

The  SSPS  Inquiry  screens  are  accessed  from  the  SSPS 
Inquiry  Menu  and  allow  the  user  to  obtain  recipient, 
vendor,  invoice  and  benefit  information. 

Data  entry  operators  have  access  to  authorization, 
maintenance  and  inquiry  functions  and  can  select  any 
one  of  these  functions  from  the  SSPS  Main  Menu. 
Workers  can  only  access  the  inquiry  functions. 
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SSPS  Accessing  Procedures 
Logging  onto  SSPS 


The  following  chart  provides  instructions  for  logging 
onto  SSPS. 

Step  Action 


1  At  the  Department  of  Public  Welfare  Welcome 
Screen,  type  your  User-ID  in  the  field  "User  ID." 

2  Type  your  password  where  the  cursor  appears  in 
the  field  "Password"  and  press  ENTER  The 
Selection  Menu  Screen  will  be  displayed. 

3  Type  option  "WA"  where  the  cursor  appears  at 
"Enter  APPLICATION"  or  press  the  tab  key  to  the 
"WA"  Session  ID  and  type  "S."  Press  ENTER  and 
the  EAS  Main  Menu  will  be  displayed. 

From  this  screen  you  may  select  the  following  options: 

1  FMCS 

2  SSPS 

3  Electronic  Mail 

4  Redetermination 

5  Case  Management  Tracking 
9  Quit 

4  Continue  to  access  SSPS  and  type  "2"  where  the 
cursor  appears  at  Select  Option.  If  you  are  a 
worker,  the  resulting  screen  will  be  the  SSPS 
Inquiry  Menu.  Data  entry  operators  have  access 
to  authorization,  maintenance  and  inquiry 
functions  and  can  select  any  one  of  these  func- 
tions from  the  SSPS  Main  Menu. 


Massachusetts  Department  of  Public  Welfare  —  Volume  3:  SSPS  User's  Guide 


SSPS  Authorization  Screens 

88888888888888888888888888888888888888888888888888888888888^ 


Accessing  SSPS 
Authorization  Screens 
(Data-Entry  Screens) 


The  following  chart  provides  instructions  for  accessing 
the  SSPS  authorization  screens  from  the  Welcome 
Screen.  Upon  logging  on,  you  can  select  this  function 
from  the  SSPS  Main  Menu. 

Access  to  these  screens  is  limited  to  users  with  data- 
entry  authorization. 

Step  Action 


1  At  the  Department  of  Public  Welfare  Welcome 
Screen,  type  your  User- ID  in  the  field  "User  ID." 

2  Type  your  password  where  the  cursor  appears  in 
the  field  "Password"  and  press  ENTER  The 
Selection  Menu  Screen  will  be  displayed. 

3  Type  option  "WA"  where  the  cursor  appears  at 
"Enter  APPLICATION"  or  press  the  tab  key  to  the 
"WA"  Session  ID  and  type  "S."  Press  ENTER  and 
the  EAS  Main  Menu  will  be  displayed. 

4  Select  SSPS  by  typing  "2."  The  resulting  screen 
is  the  SSPS  Main  Menu. 

5  At  the  cursor  select  Function  Code  1  through  5. 
Press  ENTER  and  the  selected  screen  will  be  dis- 
played. The  resulting  screen  is  the  SSPS  Autho- 
rization Menu. 

6  At  the  cursor  select  Function  Code  1  through  5. 
The  cursor  will  move  to  the  field  "enter  Data- 
entry  Operator  ID."  Type  in  your  ID  number 
here.  Press  ENTER  The  resulting  screen  is  the 
SSPS  Benefit  Authorization  Entry  screen. 
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Logging  off  SSPS 


The  following  chart  provides  instructions  for  logging  off 
SSPS. 

Step  Action 

1  Press  the  PF1  key  to  go  to  an  SSPS  Menu. 

2  Press  the  PF1  key  when  the  screen  message  at 
the  bottom  reads  "to  EXIT."  The  EAS  Main 
Menu  will  be  displayed. 

3  Type  "Q"  for  the  quit  option.  Press  ENTER. 
LOGOFF  SUCCESSFUL  message  will  be  dis- 
played. 

4  Press  PF3  or  PF 15  to  access  the  Welcome  screen. 
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